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Today we are entering an information and communications revolution with
consequences--seen and unforeseen--as profound any we have experienced. People can
exchange information instantly and easily--across the hall, across the nation, and around
the globe. We, as FAA leaders, have often spoken of the necessity for all of our
knowledge-workers to be better informed about how information and its enabling
technology are resources for addressing critical mission and business outcomes. This
publication, Information Sharing: A Guide for Investing in Human Capital for the 21st
Century--Using Information Technology for Increased Capabilities, is intended as a
resource for you and your staff to identify specific organizational and individual learning
needs and to discover learning opportunities.

This guide is consistent with several other broad initiatives underway within the FAA
and the Department of Transportation (DOT). The FAA's Human Resource
Management organization has developed a performance framework and a competency
model which identifies agencywide references for defining, assessing, and developing
individual, team, and organization excellence. These efforts are general in nature, and
provide a broad baseline for expected FAA competencies.

This publication's framework highlights the specific capabilities essential for managing

and using information for business decisionmaking. It also offers guidelines to assist us
in making informed long-term investments in our people.

heron A. Gray






FOREWORD

“Each of us must keenly understand the

potential of accurate and timely infor-
mation and its supporting technologies
across the full range of our safety,
security, and business executive
decisionmaking.”

We, atthe Federal Aviation Administration
(FAA), are acutely aware that we live in
times of constant and rapid change. New
technological developments continue at a
dizzying pace, with yesterday’s break-
throughs becoming today’s norm. As such,
each of us mustbe poised to meet the business
challenges and exploit the advanced tech-
nologies in our ever-changing environment.

To progress and succeed, we need quality
information. Each of us must keenly under-
stand the potential of accurate and timely
information and its supporting technologies
across the full range of safety, security, and
business executive decisionmaking efforts
affecting air travel now and into the next
century. We must continue to improve our
planning, management, and use of this
important corporate resource.

As demands for information increase, as we
reinvent processes and design corporate
infrastructures, we must remember that
progress begins and ends with the human factor.
It is our goal to provide our knowledge-
workers—executives, managers, and staff
alike—with the best information, the best
analysis, and the best technologies available.

We invite agency leadership to use this
document to identify what FAA personnel at
every level should know about how to fit
business needs with information technology
(IT) resources. It is a guide to use when we
make tough decisions on how to target limited
training dollars more effectively. It also is
helpful for individual employees to use in
identifying goals for professional develop-
ment, for self-development outside of FAA,
and, on a broader scale, to realize the mission
of the FAA.

This guide is consistent with major ongoing
Human Resource Management initiatives
directed toward performance competencies
within the FAA. It reinforces this theme by
providing detailed information about the
specific IT-related skills and abilities needed
by FAA’s workforce to make sure our efforts
are properly focused.

“Itis our goalto provide our knowledge-
workers with the best information, the
best analysis and the best technologies
available.”

We reinforce our commitment to FAA’s
human capital as an investment in theagency’s
future. This commitment will propel us into
the 21st century as an effective, knowledge-
based technological enterprise that delivers
service for its customers.

Theron A. Gray
Assistant Administrator
for Information Technology
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INVESTING IN THE FUTURE

The nature of work and the way today’s
organizations relate to that work are changing.
In these times of budget constraints, the reality
is to do better with less. Governmentwide
initiatives are in place to redesign, reinvent,
and reinvigorate the Federal Government,
making it:

* More responsive to its customers;
* More streamlined; and

»  More efficient and less expensive.

The workforce also is changing. It is more
mobile and diverse, and as the focus of
expertise narrows, it seems simultaneously
less and better educated.

The Federal Aviation Administration (FAA)
must meet ever present challenges and take
advantage of this new business environment.
To support improved services through
providing more timely and accurate
information to all customers, the FAA must
maximize the potential of information
technology (IT).

IDENTIFYING A NEED

The need for the FAA to focus more on this
potential was first verified in a 1990 FAA
Information Resources Management Quality
Task Force Study and a 1991 General
Accounting Office (GAO) report about the

“Management isn't about guessing, it’s
about knowing. Those in positions of
responsibility must have the information
they need to make good decisions. Good
managers have the right information at

their fingertips. . . . Good information
comes from good information systems.”

—Report of the National Performance Review*
September 1993

FAA’s Information Resources Management
(IRM) program. The findings directed the
FAA to increase management knowledge of
IRM principles, practices, and technologies;
this should positively impact the way the
agency does business. More recently, Vice
President Gore’s Report of the National
Performance Review* addressed the need to
develop amultiskilled workforce thatimproves
individual and organizational performance.

UNDERSTANDING THE BUSINESS AND
TECHNOLOGICAL CHALLENGES

To benefit fully from a knowledge-based
technological enterprise, IT providers must
better understand customers’ business needs.
Customers within the FAA must also better
understand how IT tools can help them
achieve maximum efficiency. IT providers
therefore must form a partnership with their

*From Red Tape to Results: Creating a Government
That Works Better & Costs Less. September, 1993.

Office of Information Technology
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customers to accommodate the effects and
needs of the changing workforce in both
communities. The intent of this document
is to foster a better understanding of using
information technology as a corporate
resource, and with this understanding, to
plan for and invest in the future. Applying
the principles in this document will help
better satisfy customers’ needs and help
those customers achieve their goals and
objectives.

DEVELOPING A PORTFOLIO

Implementing a coordinated information
exchange about IT-related topics for the entire
FAA is an ambitious undertaking. This
document is one step of guiding management
and staff in understanding the learning
necessary to plan for and use IT well into the
next century. It presents a framework from
which to make informed management decisions
concerning the content, context, and speed of
incorporating learning about how FAA
business needs and IT resources can be fitted
to each other.

This document should provide management
with a foundation for identifying and
prioritizing their respective organization’s
education and training needs in the area of IT.
By using the guidelines presented, management
and staff can anticipate, reinforce, and further
develop skills for specific types of positions.
Therefore, this document is designed to
provide a map or menu which permits, as
appropriate, individual organizations to

select information exchange opportunities
according to their own needs and resources.

WHAT SHOULD KNOWLEDGE-WORKERS
Know?

This document identifies the key skills and
abilities needed for FAA employees to use IT
as a productive resource. While many FAA
managers and staff already exhibit these
competencies, their identification serves as a
benchmark to reinforce or foster growth in
these areas.

UNDERSTANDING THE
PARAMETERS

Accompanying matrixes and charts for the
audiences targeted in this document address
specific content areas and levels of
understanding. Thetable that follows clarifies
the terms used in subsequent pages of this
document. Three main elements are
considered: 1) audience, 2) subject matter,
and 3)depthofknowledge or levels of learning
detail.

WHO THE LEARNERS ARE

Every employee at every level in the FAA
plays an important part in the management and
use of IT. Each of the five target audiences
identified in the table should have an
understanding, applicable to their positions, of
corporate business needs and the IT resources

to address them. :

Office of Information Technology
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ENSURING TOTAL SOLUTIONS: COMPONENTS OF INFORMATION EXCHANGE

TeRms DerFiNTioNs/DESCRIPTIONS
AUDIENCE*

Executives Senior FAA management; members of the Administrator's
Management Team (AMT).

Managers Mid-management staff of FAA; second level supervisors and above.
Excludes IT managers.

IT Managers Supervisory/management officials responsible for IT operations in the
FAA; includes Information Resource Managers (IRM).

[T Specialists Non-managerial staff responsible for design, development, and delivery
of IT services.

IT Customers Internal - FAA staff not falling in above categories who are general IT

users in their daily work.
External - Non-FAA individuals who use or monitor FAA IT resources
(e.g., outside service bureaus, GAO, OMB).

SusJecT MaTTER MODULES

Corporate Challenges Addresses how the business environment is changing and the value of
using IT resources to plan for and manage those changes.

IT Management Communicates the mission, goals, objectives, policies, and procedures
for how IT can be used as a strategic resource tool to help with the
FAA'’s business challenges.

Information Technologies Covers the emerging hardware, software and telecommunications
technologies; systems development; and information and data
management methodologies.

LeveLs oF LEARNING DETAIL

A general familiarity with the subject matter. For concepts, an overall
appreciation of the meaning and major limitations; for methodologies, a
knowledge of the output products and purposes.

Awareness

An understanding of the subject matter. For more abstract subjects
such as planning, a sufficient depth of understanding to perform the
activity.

Comprehension

A level of understanding and capability that results in the skills and
abilities to perform the tasks in the subject area.

Applied Knowledge

“Note: Audience titles may apply to job positions and/or job functions; refer to discussion on page 5.

Office of Information Technology 3
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Comprehension

“ST

Applied Knowledge

THREE LEVELS OF LEARNING DETAIL

How MucH 10 LEARN

The three levels detailing the depth of
understanding are difficult to define. These
levels—awareness, comprehension, and
applied knowledge—cannot be precisely
measured and depend on both the audience
and the subject matter. Whereas awareness
presents ahigh-level view, applied knowledge
encompasses the most detail. This concept is
similar to ways of viewing the world: an
observer can look at the expansive universe
through a telescope and see the “big picture,”
can view details of a picture of the Earth using
a magnifying glass, or can inspect molecules
of soil with a microscope.

WHAT TO LEARN

The Information Exchange Matrix on page 6
provides a quick summary of the subject area
focus for each audience according to subject
matter modules and depth of understanding.
The Corporate Challenge Module is listed
first, followed by the IT Management Module,
and then the Information Technologies Module.

Subsequent charts (pps. 8-13) present infor-
mation about targeting Learning Competencies
so audiences may benefit from the information
exchange at the right time, or appropriately
sequenced for their kind of work. Educational
needs of a workforce must always be balanced
against time and money. The timeframe to
implement this guide is long-range.

Appendixes A-E contain the syllabuses of
Information Exchange Sources that will support
and develop the Learning Competencies
identified for each audience. Information
exchange may occur in a multitude of settings
and circumstances, ranging from brochures and
briefings to formal training. The syllabuses
presentexamplesof sources; they arenot intended,
nor is it possible, to include all relevant and
available Information Exchange Sources
nationwide.

The important task for information exchange
is to continue gaining the rewards that come
from learning and applying new knowledge to
the challenges at hand. Knowledgeable
personnel, at whatever level, are the most
important source for progress in the FAA.

Office of Information Technology
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INFORMATION EXCHANGE
CONTENT SUMMARY MATRIX

The matrix that follows displays an overview
of the awareness, comprehension, and applied
knowledge subject matter for each module and
for each audience, at a level of learning detail
appropriate for their agency positions. The
amount of detailed learning for each level
depends on the audience.

For example:

H

Both Executives and IT
Specialists will be exposed to the
Information Technologies
module at awareness and
comprehension levels.

IT Specialists also will be
exposed to greater detail at the
applied knowledge level, which
is geared toward the technical
simmmm  aspects of IT.

Although the guide identifies five specific
target audiences (e.g., Executives), audience
titles may apply to types of responsibilities or
job functions for employees working alone or
as part of teams. For example, the term
“Executive” not only can refer to members of
the Senior Executive Service, but other senior
staff responsible for organizational effective-
ness or broad organizational leadership. The
term “Manager” can also refer to senior staff
responsible for effective operation of
organizational units.

Generally, all target audiences will develop a
high-level awareness of all the topics. Some
audiences will go on to develop a deeper
comprehension of some of the topics. Others
will not only develop an awareness and
comprehension of some of the topics, but will
also develop a working knowledge and skill in
those topics.

Office of Information Technology
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INFORMATION EXCHANGE
L.EARNING COMPETENCIES

The charts which follow provide greater detail
on the Learning Competencies each of the five
targeted audiences should possess. Executives,
Managers, and IT Managers will better
understand the need to plan, acquire, manage,
and use information technology in making
business decisions and conducting business
processes. IT Specialists will develop the
specific abilities to use IT effectively. IT
Customers, both internal and external, will
understand how information technology assists
the agency in carrying out its mission; and they
will also understand the specific tools necessary
foragency workers to performtheirjobs. These
competencies reinforce the needed partnerships
between the FAA business organizations and
IT providers.

REAPING THE REWARDS

This guide identifies the competencies
necessary for the FAA’s management and
staff to better focus and maximize information
technologies for business needs. It also pro-
vides examples of resources to help develop
those competencies.

By reinforcing these competencies, the FAA
will have better equipped personnel to meet
the challenges of heading into the 21st
century—the challenges of reinventing
government, streamlining, and increased
expectations for providing expanded services
with fewer resources. The agency’s major
resource, its people, will have the background
to exploit technology and the information it
provides as anenabler of sound decisionmaking
to continuously improve service to FAA’s
customers, and provide:

The Right Information
In the Right Form
To the Right People
At the Right Time.

Office of Information Technology
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INFORMATION SHARING: A GUIDE FOR THE 2181t CENTURY

INFORMATION EXCHANGE SYLLABUSES
ACCORDING TO AUDIENCE

The objective of the syllabuses which follow is to outline and give examples of information exchange
sources that will support and develop the Information Exchange Learning Competencies identified
for each audience. The syllabuses are not intended, nor is it possible, to include all current and
relevant Information Exchange Resources throughout the nation. The sources available to the reader
are not limited to the examples presented in this current document. The sources listed are to provide
readers with a place to begin researching information about providers. For additional information
exchange opportunities, readers should check with local sources such as FAA organizations’ training
coordinators, FAA Human Resource Management organizations, professional organizations, local
or community universities and colleges, and private vendors.

Selection criteria vary according to the type of provider. In choosing an appropriate information
exchange resource, the reader may want to consider and weigh the following criteria for each
provider type according to their individual/organizational needs and resources.

Information Exchange Resource Selection Criteria

Provider Type Selection Criteria

Government Contractor Experience*
Private Course Objectives
College/University Course Warranty*
Cost
Credit Hours**
Duration
Hands on Training vs. Lecture
Target Audience
Instructor’s Qualifications
Location
Methodology/Technology Relevance
Prerequisites
Understanding of Federal/Government Entities®

*Specifically for Private Providers
**Specifically for College/University Providers
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APPENDIX E

INFORMATION EXCHANGE SYLLABUS
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INFORMATION TECHNOLOGY CUSTOMERS
(INTERNAL & EXTERNAL)
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The guide, Information Sharing: A Guide for the 21st Century, and accompanying syllabus of
Information Exchange Competencies and Sources are a result of the collaboration and support of a
number of individuals and organizations within the Federal Aviation Administration (FAA). To
promote an agencywide view for developing this guide, the Office of Information Technology (AIT)
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Sherrie Larson, James Martin Government Consulting
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Jeffrey Zack, James Martin Government Consulting
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credit for their cooperation and commitment to exploring ways of better using information
technology as a resource. The prototype at headquarters was supported by the agency’s highest
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